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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Francis Chung 
	SUPERVISOR'S CLASS: Principal Engineer, Water Resources
	personnel analyst: Patrice Yang
	personnel date: 2/2/09
	PERCENT OF TIME: 










50%
	activity: An Assistant Information Systems Analyst (Specialist), under the general supervision of the Chief of the Modeling Support Branch and lead of the Staff Information Systems Analysis (Specialist) in the Computer Assistance Section, Modeling Support Branch of the Bay-Delta Office(BDO), is responsible for assisting with the support of complex information technology systems.

ESSENTIAL FUNCTIONS:

This position requires the incumbent to work cooperatively with others, maintain regular, consistent, and predictable attendance, and exercise good judgement.  The specific essential functions are:

Assist in the set up, installation, and configuration of new computers for the BDO environment for an effective and reliable network computing.  Ensures all department standard applications are installed with the latest security patches, service packs, updates, and fixes.  Participate in creating an image build from the newly installed computer that can be propagated to all like computers there after.  Plan and migrate new computers and the redistribution of old computers for the BDO staff.  Ensure all relevant data is transferred between old and new computer and all applications are configured for seamless networked operation for the end user.

Assist in providing support for BDO computer related technical problems (hardware and software) to ensure the maximum uptime for users.  This includes (by means of testing, internet research, and vendor support intervention) all Microsoft operating systems and software applications, and all "Off The Shelf" 3rd party software utilized by the staff of the BDO.  Troubleshoot, diagnose, and repair computer equipment failures and resolves issues by means of running diagnostics and/or working with computer vendors support teams to identify failing components and secures replacement parts for repair.


	classification: Assistant Information Systems Analyst
	appointee: Vacant
	dwr position number: 1380-1479-xxx
	sap personnel no: 
	sap position number: 50000187
	division: Bay-Delta Office/Computer Assistance Section
	mcr: 1
	percent2: 30%
























15%







5%
	activity2: Assist in installing and configuring non-standard software applications purchased for the BDO to provide a dependable and problem-free computing environment.  This includes, but not limited to the complex scientific and spatial data software requiring licenced management from dedicated servers.  Ensure (by means of research, testing or both) that there is no compatibility issues with current and standard software.  Periodically check with the vendors websites to see if updates, security patches or  bug fixes have been issued  to resolve any known security vulnerabilities or problems with the specific software.  Ensure all non-standard applications on BDO computers are configured in a standardized, uniform, vanilla, configuration to provide a consistent default profile for reliable operation for all users.  Document process when needed for future reference.

Assist in supporting and updating the BDO Organization Unit (OU) under the Department of Water Resources (DWR) Microsoft's Windows Active Directory (AD) Network to ensure users are provided effective and efficient access to the Department's networked infrastructure.  This includes maintaining computer accounts, user accounts and group accounts.  Ensure that all account resources are functional and available to all specific individuals, computers and OU’s within DWR Microsoft AD Network.  This includes enrolling and attending educational training classes to be concurrent with Microsoft's emerging technological changes. 

Coordinate with the DWR's Division of Technology Services staff to insure that department standards are implemented for secure computing environment on desktops, workstations and servers supported by the Computer Assistance Section.  Enlist membership on E-mail notifications from the Computer Emergency Response Team (CERT), the U.S. Department of Energy's Computer Incident Advisory Capability (CIAC) and the Microsoft Security Bulletins lists to stay appraised of vulnerabilities presented to the computing world.

Assist in supporting and maintaining BDO's local Microsoft Windows file servers for a reliable data repository for the staff.  Ensure that user storage areas are configured and monitored for 1) Volume Shadow Services (VSS)  functionality; 2) highest security level set for accommodating access level; 3) disk quotas for users; and 4) networked shares having a locked down security invoked.  
      
Utilizing the "Dreamweaver" application, assist in the maintenance of the BDO's internal website to provide updated general office information. 

Conduct research of Information Technology add-on equipment and/or software to ascertain the best and reliable products for a particular need.  Prepare Action Request (for non-standard items) for department approval.  Complete requisition procedure as required. 

Assist in project management of any special IT projects assigned to the section.

Assist in preparing computers for surplus with the outgoing policy set by the Department. (i.e. data and application eradication from installed storage devices.)
	percent 3: 










































	activity3: SPECIAL REQUIREMENTS: 

Posses an aptitude for resolving information technology problems, as well as good communication skills and relations with others.  Conceptually, have an understanding of major computing environments of information technology and understanding of networking fundamentals.  Knowledge of Windows operating systems, and a good familiarity with the Window Office Professional suite.  

Must be able to move equipment solely (25 lbs, max.) or with assistance (75 lbs max.)







	supervisor name: Francis Chung
	employee name: 


